THIRD QUARTER KEYBOARDING FINAL EXAM
Hands-On Concept Review: Memos, Tables, Bullets, Symbols, Paragraph Format, Headers/Footers, Page Numbering, and More!
· To begin, download the text file 3rd Quarter Keyboarding Exam on my web site. Save the file to your student folder. Do not open the file yet; you will type a memo first.




· The document you downloaded is about work-related stress and how stress is becoming a problem at work. Think about the situations you have read (or heard) about in the news this year with disgruntled employees that have been stressed out at work. Type a memo in correct format to Sharon Cooper. She is your boss at Hillman Toy Company.  The memo should be about two paragraphs in length. In the memo, explain that you are concerned about an employee in your department who you believe is stressed out (let=s not be too serious; come up with some silly or crazy behavior that concerns you). His name is Robby Hobby.  In the memo, be sure to include the following things:

· Somewhere, mention that a report is attached on work-related stress that you want your boss to read over for some tips on how to handle the situations at work

· Include your boss= title and your title (make one up) in the TO and FROM lines

· Don=t forget your reference initials

· Don=t forget the attachment notation

· Be sure you have an appropriate subject line

· Read over closely and print the memo. This will be the cover sheet for the report.

· Now, open the text file you downloaded from your student folder.

· Change the title to all caps, centered, and bold in Arial font size 12

· Insert a page numbers in the top right corner with your name, a space, this symbol , another space, and then the page number code. You will have to do this as a header, not with the page numbering feature! Think hard!  (HINT: Remember the little button with the #1 on it...). Change font to Arial Narrow, size 10

· Insert a footer with the path and filename in Arial Narrow, size 10

· Change the font for the rest of the document to Arial, size 12

· Change the blue headings to black and make them bold, underlined, and italicized

· Highlight the information under ASome Steps for Reducing Workplace Stress@ and create a bulleted list with clock bullets

· Highlight the paragraphs only on the other sections and change then to double spacing. Tab each of those paragraphs.

· Insert the following table after the heading What to Believe. Shade, size, etc., as shown and center on the page. Use Arial Black font, size 12, for the merged cell, Arial Black font, size 10, for the headings, and Arial Narrow, size 9, for the rest of the information. Put a double border around the table as shown.

Myths About Work-Related Stress


Myth
Prognosis

Stress is a mental illness
Wrong ‑ Stress is the natural reaction people have to excessive pressures or other types of demand placed on them.

A little bit of stress is good for you
Wrong ‑ Ill health due to work‑related stress, or conditions ascribed to work‑related stress, is the second most common type of work‑related ill health reported. 

Stress only happens to wimps
Wrong ‑ Anyone can suffer from stress. It all depends on the circumstances we are in at the time. Preventing it is good for employee health and well‑being and good for business. 

There's nothing employers can do to stop work‑related stress.
Wrong ‑ Employers can take steps to prevent work‑related stress in their organizations. As a first step, they can consult with their staff or trade unions to identify problems and work towards agreed solutions. 

· Insert a footnote after the word cancer (at the end of the bulleted list) after the period. The footnote should say, in Arial font:

For more information, visit this website--

http://www.hse.gov.uk/pubns/stress2.htm
· Find an appropriate business comic at this website and paste it to your report on the last page in an appropriate location to the right of the conclusion paragraph. Size it so it is not too big, but is readable:

http://www.glasbergen.com/cat.html

· After the title, quadruple space (three blank lines after the title before the first paragraph)

· Be sure all subheadings only have one blank line between them and the text. Eliminate any extra spaces

· Your document should be only two pages in length

· Save the document, proofread carefully, and make sure all areas have been done correctly

